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1. Budget System Basics 

The Budgeting  System ɀ An Overview  

Functionality Overview 

¢ƘŜ {ǘŀǘŜΩǎ ōǳŘƎŜǘƛƴƎ ǎȅǎǘŜƳ is comprised of two applications - Vermont Vantage and Vermont 
infoAdvantage. Vermont Vantage is the point of direct data entry by end users. Vermont infoAdvantage 
produces reports for the Legislature using the data from Vermont Vantage. The budgeting system has 
several key functions, among them: 

¶ Standardizing the process of entering their annual budgets: Ensuring consistency in the budget 
development process and traceability of trends over time. 

¶ Importing Department of Human Resources position and employee data, which is projected 
regularly during the budget development period: Providing departments w/up-to-date salary costs 
that are adjusted whenever department-driven (position/employee/pay changes), or benefit table 
(health, etc.), changes occur.  

¶ Importing Actuals from the previous fiscal year: Allowing departments to better understand the 
actual need for individual budget items in the upcoming fiscal year. 

¶ Providing queries and reports for budgetary information (including position) at various selectable 
levels for both funds (specific fund, fund type, all funds) and organizations (division, department, 
agency, all state): Giving users the ability to isolate specific information that is relevant to their 
business need. 

Contact Information 

The support resource for end users is the Vantage Admin Team, which is comprised of members from the 
Department of Finance and Management. They should serve as the primary contact for all 
Vantage/infoAdvantage related questions and can be reached at their shared inbox: 
FIN.Vantage@vermont.gov. Departments may also contact their budget analyst for non-technical Vantage 
assistance. 

Setting Up Your Computer  for Vantage and infoAdvantage  

Vantage will operate proficiently on multiple browsers including Internet Explorer 11, Chrome, and Edge. 
infoAdvantage will only operate on Internet Explorer 11. If you need to use a browser other than Internet 
Explorer 11, or if you follow the steps below and learn you are not on Internet Explorer 11, please work 
ǿƛǘƘ ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘΩǎ L¢ ǇǊovider. 

Internet Explorer 11 Verification 

To verify which version of Internet Explorer you are running, perform the following steps: 

1. Open Internet Explorer by clicking the Start button, and then click Internet Explorer. 

2. Click the  icon in the top menu, and then click About Internet Explorer. 

3. You should see a page indicating the version Internet Explorer: 

mailto:FIN.Vantage@vermont.gov
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Allow Pop-ups (Disable Pop-up Blocker) 

Vantage and infoAdvantage use pop-ups to display information. Please follow the steps below to allow 
these pop-ups to properly display: 

1. Open Internet Explorer by clicking the Start button, and then click Internet Explorer. 

2. Click the  icon 

3. Click Internet Options 

4. Click the Privacy tab  

5. In the Pop-up Blocker Settings section click Settings 

In the Address of website to allow box, type the following URLs: 
https://vantage.erp.vermont.gov/VTPROD/  
and https://vantage-bi.erp.vermont.gov/InfoViewApp/  

6. Click Add 

7. Click Close 

Allowing infoAdvantage site display 

Vantage and infoAdvantage are hosted on the legacy state.vt.us server. Please follow the steps below to 
allow the Vantage and infoAdvantage login screens to properly display: 

1. Open Internet Explorer by clicking the Start button, and then clicking Internet Explorer. 

2. Click the  button 

3. Click Compatibility View Settings 

In the Add this website box, type the following URL: https://vantage-bi.erp.vermont.gov/InfoViewApp/  

4. Click Add 

5. Click Close 

https://vantage.erp.vermont.gov/VTPROD/authservice/login.jsp
https://vantage-bi.erp.vermont.gov/InfoViewApp/logon.jsp
https://vantage-bi.erp.vermont.gov/InfoViewApp/logon.jsp
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±ŀƴǘŀƎŜ {ȅǎǘŜƳ !ŎŎŜǎǎ ŀƴŘ ¦w[Ωǎ 

Click these links from the State of Vermont Network to access Vantage and infoAdvantage. 

Vantage Production 
https://vantage.erp.vermont.gov/VTPROD/ 

 

 InfoAdvantage Production https://vantage-bi.erp.vermont.gov/InfoViewApp/ 

 

The Vantage URL will take you to the Vantage log-in page as seen below: 

 

 

The infoAdvantage URL will take you to the infoAdvantage log-in page as seen below: 

 

 

If you need to access Vantage or infoAdvantage remotely, please ensure that you are connected to the 
{ǘŀǘŜΩǎ ±tbΦ Both Vantage and infoAdvantage live behind the State firewall and cannot be accessed 
outside of the server. 

Logging in to Vantage and infoAdvantage  

New users to Vantage and infoAdvantage will only be able to access  both systems after completing the 
Vantage New User Request Form found at https://finance.vermont.gov/vantage-budget-system. 

Vantage 

To log into Vantage, enter: 

https://vantage.erp.vermont.gov/VTPROD/authservice/login.jsp
https://vantage-bi.erp.vermont.gov/InfoViewApp/logon.jsp
https://finance.vermont.gov/vantage-budget-system
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1. Vantage User Name: 

¶ Is your first name followed by a period (.) then your last name. 

¶ Characters are case sensitive. 

¶  For people with nicknames, your username is the same as your SOV e-mail address. 

2. Vantage Password: 

¶ Use the password that you have set or been assigned by the Vantage Administrator Team. 

3. Click the Login Button 

infoAdvantage 

To log into infoAdvantage, enter: 

1. System Name ς biprdapp01 

2. infoAdvantage User Name ς same as your Vantage username. 

3. infoAdvantage Password ς individually assigned by the Vantage Administrator Team and most 

likely not the same as your Vantage password. 

4. Authentication ς άEnterpriseέ 

5. Click the Login Button 

Password Criteria 

After the logging into Vantage and/or infoAdvantage for the first time, your password may need to be 
changed. Your new password needs to comply with the following criteria: 

¶ Be a minimum of eight (8) characters in length, must use at least three of the four character types, 
those being: lower case letters, upper case letters, numbers and special characters 
(Example: !, #, %). 

¶ tŀǎǎǿƻǊŘǎ Ƴŀȅ ƻƴƭȅ ōŜ ǊŜǳǎŜŘ ŜǾŜǊȅ ǘƘƛǊŘ ǇŀǎǎǿƻǊŘΣ ŀǘ ƳƛƴƛƳǳƳΦ ά/ƻƳǇƭŜǘŜƭȅ ƴŜǿέ ƛǎ ŘŜŦƛƴŜŘ ŀǎ 
having at least fifty percent (50%) of the characters different from the previous password. 

Changing your password in Vantage 

1. Login to Vantage 

2. Click the Edit Password link at the top right corner of the home page 

3. Enter your current password in the Password Field 

4. Enter your new password in the New Password field 

5. Retype your new password in the Verify Password field 

6. Click Save 

7. If your password is successfully changed you will see the following message: 
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Changing your password in infoAdvantage 

1. Login to infoAdvantage 

2. Click the Preferences link at the top right corner of the home page 

3. Click on Change Password 

4. Enter your current password in the Old Password Field 

5. Enter your new password in the New Password field 

6. Retype your new password in the Confirm New Password field 

7. Click Ok 

 

Forgotten Password?  

If you have forgotten your password or need a new password in infoAdvantage, please contact the 
Vantage Administrator Team at FIN.Vantage@vermont.gov. 

If you have forgotten your password or need a new password in Vantage: 

1. Navigate to the Vantage log in page 

2. Click the link on the login screen Forgot your password? 

 

3. The screen will change and prompt you for your User Name and E-mail Address. 

mailto:FIN.Vantage@vermont.gov
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4. If you entered a valid e-mail address and user ID, an email will be generated with a new password. 

A sample email is below for reference. If you do not receive an email, please contact the Vantage 

Administrator Team at FIN.Vantage@vermont.gov.  

 

5. Click the Click here to Login button 

6. Enter your Username 

7. Copy and Paste the new password into the Password field. If you have difficulty logging in 

after following these steps please contact the Vantage Administrator Team at 

FIN.Vantage@vermont.gov. 

 

 

 

The Vantage Admin Team resets passwords in 
infoAdvantage. 

You can reset your own password in Vantage! 

mailto:FIN.Vantage@vermont.gov
mailto:FIN.Vantage@vermont.gov
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Navigation  in Vantage 

General Vantage System Navigation Conventions 

Basic Navigation 

Here are some very important Vantage navigation rules: 

¶ You must use the mouse or the tab key to navigate within the application; pressing the Enter 
button on the keyboard does not work in most fields. 

¶ As the application is separate from your browser, never use the Back or Refresh buttons on your 
web browser when attempting to navigate in the application. Use of these buttons may cause you 
to lose any unsaved work. Pressing the Back or Refresh button will cause the following error 
screen to be displayed: 

 

o If you select the Stay on this page button, you will receive the following error and be 
returned to the application. 

 

o If you select the Leave this page button, you will receive the one of the following 
errors and you will need to log out and then back into Vantage. 
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Navigation Bar 

The Navigation Bar is located in the upper-right hand corner of the application, contains links for the Home 
tŀƎŜ όάIƻƳŜέύΣ Help, Preferences, Edit Password, and Logout functions. Note that when in a budget 
request only the Help option is available via the Navigation Bar.  

 

 

Home Returns the screen to the homepage 

 
The interlocking squares next to the Home link will open a secondary window to allow 
the user to have two screens available to work in. 

Help Provides online help for using the application (this is generic help information and is 
not Vermont Vantage specific) 

Preferences Used to set user preferences when working in the application 

Edit Password UǎŜŘ ǘƻ ŎƘŀƴƎŜ ǳǎŜǊΩǎ ǇŀǎǎǿƻǊŘ (described on pg. 7) 

Logout Used to logout of the application 

 

Home Page and Category Toolbar Navigation 

The Vantage home page will be the default page users will see when they log in. Additionally, it is one of 
the two different ways users can navigate the application. Regardless of which method an end user 
chooses, the options available will be the same ŀƴŘ ōƻǘƘ ǿƛƭƭ ŎǊŜŀǘŜŘ ŀ άōǊŜŀŘŎǊǳƳō ǘǊŀƛƭέ ǿƘŜƴ ȅƻǳ 
advance through categories and sub categories. 

1. Home Page ς The home page navigation is similar to the Category toolbar, but it can only be 

accessed when on the home page, and instead of hovering an end user must click the 

category/sub-category/form.  

2. Category toolbar - located in the upper left-hand side of the screen below the banner, the upper 
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row of the toolbar contains Categories which, when hovered over, populate links to sub-

categories, which in turn, when hovered over, populate forms.  

 

 

 

Preferences 

The Preferences feature allows you to customize the Vantage application and is accessed by clicking the 
preferences hyperlink in the Navigation bar.  

 

Sub-categories for 
Executing Queries 

Category Toolbar Navigation Bar 

 

Sub-categories 

ά.ǊŜŀŘŎǊǳƳō ¢Ǌŀƛƭέ 

Useful Categories: 
- Budget Tasks 
- SBFS 
- Reference Data 
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Styles - allows you to change the appearance of Vantage (background themes, fonts and desktop color 
schemes).  

 

 

Bookmarks ς allows you to create easy access shortcuts to application pages within the Vantage 

application. To create a bookmark, while on a page youΩŘ like to  bookmark , click the  icon.  

 

¢Ƙƛǎ ǿƛƭƭ ŎǊŜŀǘŜ ŀ ƴŜǿ ŎŀǘŜƎƻǊȅ ƻƴ ǘƘŜ /ŀǘŜƎƻǊȅ ¢ƻƻƭōŀǊ ƴŀƳŜŘ ά.ƻƻƪƳŀǊƪǎΣέ ǿƘƛŎƘΣ ǿƘŜƴ ƘƻǾŜǊŜŘ ƻǾŜǊΣ 
will display all of ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ǇŀƎŜǎ ȅƻǳΩǾŜ ōƻƻƪƳŀǊƪŜŘΦ ¢Ƙƛǎ ƛǎ ǇƻǘŜƴǘƛŀƭƭȅ ǳǎŜŦǳƭ ƛŦ ȅƻǳ ǿƻǊƪ ƛƴ ǘƘŜ 
same limited number of forms as it will reduce the clicks to arrive at the desired form. Additionally, you 
can adjust the label and rank order of your bookmarks in the Preferences tab. 
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Items on the Usability Settings tab are pre-configured, and changes are not recommended. 

Help 

Provides online help for using the application which is dynamically populated depending on the form you 
are using. Please note that the help page information relates to the off the generic Vantage product and is 
not ǎǇŜŎƛŦƛŎ ǘƻ ±ŜǊƳƻƴǘΩǎ ±ŀƴǘŀƎŜ ŎƻƴŦƛƎǳǊŀǘƛƻƴ).  

 

 

 

Security 

Department users will have security access to the Business Units and Appropriations they are responsible 
for. When you first sign-in, try to find the DeptIDs associated with your business unit (using the search 
steps below for assistance) and if you do not have access, please contact the Vantage Administrator Team 
at FIN.Vantage@vermont.gov. 

 

Advanced Navigation and Use 

Searching (Global Search) 

Many forms and data fields will require searching to locate and the following picture depicts the most 
important searching concepts.  

The help menu provides contextual help items based 
ƻƴ ǘƘŜ ǇŀƎŜ ȅƻǳΩǊŜ ǾƛŜǿƛƴƎ ƻǊ ǘŀǎƪ ȅƻǳΩǊŜ ǇŜǊŦƻǊƳƛƴƎ 
so be sure to try it before seeking assistance! 

mailto:FIN.Vantage@vermont.gov
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¶ * = Wildcard for searches ς example: b* search above, which returns all queries beginning with 
άbέΦ Additionally, as the search results are case sensitive, I can also add an* without entering the 
correct cases and still return the correct result, e.g., if L ǎŜŀǊŎƘ ŦƻǊ ƭŀǎǘ ƴŀƳŜ άǎƳƛǘƘέ ƛǘ ǿƛƭƭ ƻƴƭȅ 
return the last name έǎƳƛǘƘΣέ ōǳǘ ƛŦ L ŜƴǘŜǊ άǎƳƛǘƘϝέ ƛǘ ǿƛƭƭ ǎƘƻǿ ƳŜ ǘƘŜ ƭŀǎǘ ƴŀƳŜ ά{ƳƛǘƘέ ŀǎ ǿŜƭƭ 
ŀǎ άǎƳƛǘƘΦέ 

¶ ¢ƘŜ ŦƛǊǎǘ ǘƛƳŜ ŀ ǎŜŀǊŎƘ ǇŀƎŜ ƛǎ ƻǇŜƴŜŘ ƛƴ ŀ ǎŜǎǎƛƻƴΣ ǘƘŜ ǊŜǎǳƭǘǎ ƎǊƛŘ ŘŜŦŀǳƭǘǎ ǘƻ ά-NO ITEMS TO 
DISPLAY-έ 

¶ From that point on, every time when the user returns to the same search page during that session, 
the last search criteria and results are displayed 

 

 

Favorites 

²ƘŜƴ ŜƴǘŜǊƛƴƎ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴǘƻ ŀ ƘȅǇŜǊƭƛƴƪŜŘ ŦƛŜƭŘ ƭƛƪŜ άCǳƴŘέ ƻǊ άhǊƎŀƴƛȊŀǘƛƻƴέ όǎŜŜ ōŜƭƻǿύΣ ǳǎŜǊǎ Ŏŀƴ 
ŎǊŜŀǘŜ άCŀǾƻǊƛǘŜǎΣέ ǿƘƛŎƘ ŀƭƭƻǿ ǘƘŜƳ ǘƻ ŎǊŜŀǘŜ ŀ άCavorites ListΣέ which can then be used as shortcuts.  

¶ To create a favorite: 

o Either click on the  icon ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ά{ŜŀǊŎƘΣέ ƻǊ ŎƭƛŎƪ ƻƴ ǘƘŜ ƘȅǇŜǊƭƛƴƪŜŘ ŦƛŜƭŘ 
name 

Ensure that the Public box is checked while searching! 
Non-Public queries are specific to the end user. Public 
queries will not show up without the Public box 
checked! 
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o Search for the desired value and then click the  icon. 

¶ To use a favorite: 

o After the favorite has been added, when you use a field like that above, click on the  
ƛŎƻƴ ŀƴŘ ȅƻǳΩƭƭ ǎŜŜ a list of favorited items. You can then click on a favorited item to add it 
to that specific field. 

 

 

Refresh Cache Page 

The Refresh Cache page will allow users to update their current Vantage session so that you can see newly 
created data without having to log out and then back in. 
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To Refresh Cache: 

1. Navigate to either the Utilities main menu or click Utilities in the navigation bar 

2. Click the Refresh Cache Page hyperlink 

3. Click the Refresh Own Cache button 

4. Use the bread-crumb trail or the category toolbar to continue  
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2. The Budget Process 

 

Vantage Budget Development  

 

 

 

 
Establish Base Budgets 

 
 

Prepare Budgets 

 
 

Develop Executive 
Budget 

 
 

Track Legislative Process 

 Budget Office: 
1. Prepares system for budget year (Actuals, HR, etc..) 

2. Updates Training Manual 
3. Distributes Budget Instructions 
4. Conducts End-User Training 

 

 Departments: 
Enter budgetary information, including: 

a. Operating Budgets 
b. Personnel changes and funding splits 
c. Supplemental budget forms 

  
Budget Office: 

Consolidates budgets 
Validates details and vets proposals 

 Budget Office: 
1. Finalize Internal Service Funds, Retirement, and Insurances  
2. Provide final General Fund Targets 
3. {ŜƴŘ DƻǾŜǊƴƻǊΩǎ wŜŎƻƳƳŜƴŘŜŘ ōǳŘƎŜǘ ǘƻ Wƻƛƴǘ CƛǎŎŀƭ hŦŦƛŎŜ 

(JFO) 
4. Produce the Little Budget Book and Big Budget Book 

 
 Departments: 

1. Submit Initial Budget Submissions 
2. Enter final budget in Vantage 

 
 Both: 

1. Meet to discuss upcoming budget request 

 
1. The Budget Office tracks legislative process at account level 
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Vantage Hierarchy  

Organizations 

Organizations are organized in a hierarchy that dictates how they roll-up to the total budget. When 
entering organization information into a field, the user should be aware of at what level their information 
should be stored. The table below outlines how the consolidation codes relate to the budget roll-up. 

 

Organization Consolidation Level Description 

1 All State 
2 Functional Area 

3 Business Unit 

4 Appropriation Dept. ID 

 

Funds 

Funds are also organized in a hierarchy that dictates how they consolidate. When entering fund 
information into a field, the user should be aware of at what level their information should be stored. The 
table below outlines how the fund consolidation codes relate to the fund roll-up. 

 

Fund Consolidation 
Level 

Description 

1 All Funds 
2 Fund Type (Special Fund, Enterprise Fund, Interdepartmental 

Transfer, General Fund, etc.) 
3 Fund 

  

The hierarchy structure for organizations and funds are used when running reports in infoAdvantage and 
the most common data entry and reporting structure is organization level 4, fund level 3. 

 

Entering the Budget  

Departments need to create their budgets in the Vantage system. Some of the information will be 
imported before end users enter the system, such as the personnel data that is imported into Vantage 
from VTHR. Departments are responsible for verifying/updating this personnel data, entering operating 
expenses, grants, and any other necessary information. Departments are responsible for completing the 
following Vantage forms: Department Base Budget Request, Budget Narrative, Grants Out Inventory, 
Interdepartmental Receipts Form, Estimated Federal Receipts, and Decision Items. 

In the following sections we will present information on how the budget process relates to the budget 
system, a step by step guide for each process, and Test Procedures to demonstrate the process. 
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3. Base Budget Request 

! ŘŜǇŀǊǘƳŜƴǘΩǎ .ŀǎŜ .ǳŘƎŜǘ ƛǎ ŀƭǎƻ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ŀ άŎǳǊǊŜƴǘ ǎŜǊǾƛŎŜ ƭŜǾŜƭ ōǳŘƎŜǘέ ŀƴŘ ŀƴǎǿŜǊǎ ǘƘŜ 
ǉǳŜǎǘƛƻƴΥ άHow ƳǳŎƘ ǿƛƭƭ ƛǘ Ŏƻǎǘ ǘƻ Řƻ ǘƘƛǎ ȅŜŀǊΩǎ ōǳǎƛƴŜǎǎ ƴŜȄǘ ȅŜŀǊΚέ 

Department users will be responsible for entering Base Budget Requests, described below. As described in 
the SBFS section (later in manual), while departments are responsible for ensuring the validity of employee 
and position information, they will not be responsible for calculating total Salaries and Benefits costs. 

Completing a Base Budget Request 

1. After logging into Vantage, navigate to Budget Tasks Ҧ Formulate Budget Request 

2. In the Code field enter BASE*, Click Search 

3. Click BASE_BUDGET_REQUEST hyperlink 

 

4. To Open a New request: 

a. Click New 

5. To edit an existing request: 

a. Click Search.  

b. Click the check box to the left of the request you would like to open. 

c. Click Edit. Please Note that you can only create one request per appropriation.  

6. When Opening a New request, you will be asked to fill in the following information: 
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a. Request Code: (leave blank, this field will auto-generate a number) 

b. Name: (tƭŜŀǎŜ ŜƴǘŜǊΥ άόYour Appropriation Name) Base Budget Requestέ) 

c. Stage: (1) 

d. Ranking Type: (leave blank) 

e. Organization: (enter Appropriation DeptID or click the hyperlink to search for 

an Appropriation DeptID) 

f. Click Save in the upper right-hand corner of the page. 

g. After clicking SaveΣ ŀ ƳŜǎǎŀƎŜ ǿƛƭƭ ƛƴŘƛŎŀǘŜ ǘƘŜ Ψ!Ŏǘƛƻƴ ǿŀǎ {ǳŎŎŜǎǎŦǳƭΩ ŀƴŘ the 

Budget Lines tab will become available. 

7. The Budget Lines Tab is where all of the expenditure data exists and is where you will 

enter your budget requests. You can enter budget information in the following ways: 

Hand enter information into the Request Amount column 

a. Add a new line item by clicking New Item on the left side of the page above the table. 

A new line will appear at the bottom of the table. 

b. Enter the following information in the new line code fields: 

i. Fund: (enter the Fund object code manually if known or search for a fund 

using the global search icon) 

ii. Budget Object: (enter the expenditure object code manually if known or 

search for an expense object using the global search icon) 

iii. Request Amount: (Enter the amount you wish to budget for this 

Fund/Expense Object combination) 

c. Delete an item by clicking the check box to the left of the item you wish to delete, then 
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click Delete Item.  

d. Once you have entered the Requested Amounts for your Base Budget Request, click Save, 
shown in the top right corner of the screen. 

 

Use the import/export feature, including the Excel Interface template 

Many forms and layouts allow for the import and export of data directly into budget forms, including the 
Base Budget Request Form. Many users will find this feature extremely helpful due to its integration with 
Excel. 

 

 

To locate the import/export links, once the Base Budget Request is selected, select the Budget Lines tab 
and the import and export links will appear right above the budget rows. 

 

Navigate between pages of the Base Budget 
request by using the Item Page links just below 
the New Item button. 
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Export  

Select the Export link, then on the following pop-up, select Save, and save the file to a local directory on 
your computer. Do not change the file name or file type.  
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Import  

Select the Import link from the page. The file selection menu should then appear. 

 

When performing an export/import ensure that you: 

¶ Do not add/edit/delete any column headers 

¶ Do not change the file name/type 

¶ Do not upload files with special characters (-) or alpha characters (NA)the column headers  

Downloads and uploads may take a few moments so please be patient. This is especially true if there are 
more than 500 budget entries on your form. 

After watching the progress bar complete the operation, you will be returned to the Base Budget Request 
where the existing data will now have ΨǎǘǊƛƪŜǘƘǊƻǳƎƘΩ characters for the old data (that was exported), and 
the new data (which was imported)will be displayed below it. 

** Note that the Import process deletes all previous data and replaces it with the data in the uploaded .csv 
file. Take extreme caution to ensure that rows with prior year actuals are not deleted, even if those rows 
will not be used in the budget year.** 

If you are satisfied with the newly imported data, click Save. Again, this operation may take a few 
moments, because the system has to delete all previous data and then insert new data. Once the 
application saves the information you will then be notified that the operation was successful and see your 
updated data. 

 

8. Submit your initial Base Budget request (review the schedule of when submissions must be 

ready for review with the Budget Office in the Budget Instructions) by returning to the Edit 

To see any changes made to budget lines 
within forms, you must click the Search 
button again after clicking Save! 
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Budget Request tab. 

a. Select the Stage dropdown and select (2). Stage 2 indicates that your budget is ready 

for review by your assigned Budget Analyst. 

b. Click Save. There will be opportunities to edit your Base Budget Request during Stage 2, 

but this should be done in consultation with your Budget Analyst in preparation for the 

DƻǾŜǊƴƻǊΩǎ wŜŎƻƳƳŜƴŘŜŘ Budget. 

Once your form is finalized your Budget Analyst will move it to Stage 3. Departments can no longer edit 
their budgets at this stage; only the Budget Office can make edits. 

 

How To Avoid Locking Yourself Out  

Vantage has a Lock-Out function that ensures the validity of data entered in the system. When any one of 
the following situations occurs within the base budget form, the end user will be locked out and must 
request to be unlocked by the Vantage Administrator Team. 

¶ Multiple end users attempting to access the same base budget request 

¶ There was more than 20 minutes of inactivity within the base budget request of a previous session 
(same user or different user) 

¶ The Export/Import process fails 

In order to avoid these situations: 

¶ End users within the same business office should never attempt to access the same base budget 
request (i.e. same deptId) simultaneously.  

¶ End users should save frequently and navigate out of the base budget request when they know 
they will have extended periods of inactivity.  

 

End users should follow above instructions to execute a successful export/import process.  

Test Procedures ς Requesting a Base Budget 

 Budget Tasks > Formulate Budget Request 

Ҧ Lƴ /ƻŘŜ CƛŜƭŘ 9ƴǘŜǊ ό.!{9ϝύ 

Ҧ {ŜƭŜŎǘ BASE_BUDGET_REQUEST 

Create a New Request 

Ҧ {ŜƭŜŎǘ New Button above the table 

 Under Budget Instance Details Header, populate the following: 

Ҧ wŜǉǳŜǎǘ /ƻŘŜΥ ό[ŜŀǾŜ .ƭŀƴƪΣ ǎŜǉǳŜƴǘƛŀƭ ǊŜǉǳŜǎǘ ŎƻŘŜ ƴǳƳōŜǊ ǿƛƭƭ ŀǳǘƻ ƎŜƴŜǊŀǘŜύ 

Ҧ bŀƳŜΥ όώ!ǇǇǊƻǇǊƛŀǘƛƻƴ bŀƳŜϐ ¢Ŝǎǘ .ŀǎŜ .ǳŘƎŜǘύ 

Ҧ {ǘŀƎŜΥ όмύ 

Ҧ Ranking Type: (Leave Blank) 
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 Under Dimensions Header, perform the following steps: 

Ҧ /ƭƛŎƪ ǘƘŜ Organization Hyperlink 

Ҧ 9ƴǘŜǊ ώ!ǇǇǊƻǇǊƛŀǘƛƻƴ 5ŜǇǘL5ϐ ƛƴ ǘƘŜ /ƻŘŜ CƛŜƭŘ 

Ҧ /ƭƛŎƪ Search 

Ҧ {ŜƭŜŎǘ ώ!ǇǇǊƻǇǊƛŀǘƛƻƴ 5ŜǇǘL5ϐ 

Ҧ /ƭƛŎƪ Save 

 Add Budget Line Expense Object 

Ҧ /ƭƛŎƪ Budget Lines Tab 

Ҧ /ƭƛŎƪ New Item 

Ҧ Lƴ ŜƳǇǘȅ ŦǳƴŘ ŦƛŜƭŘΣ ŜƴǘŜǊ CǳƴŘ όмллллύ 

Ҧ Lƴ ǘƘŜ ŜƳǇǘȅ ōǳŘƎŜǘ ƻōƧŜŎǘ ŦƛŜƭŘΣ enter Object (550045) 

Ҧ Lƴ wŜǉǳŜǎǘ !Ƴƻǳƴǘ CƛŜƭŘΣ enter (50,000) 

Ҧ /ƭƛŎƪ Save 

Delete a Budget Expense Object 

Ҧ CƛƴŘ ŀ Budget Expense object to be deleted 

Ҧ /ƭƛŎƪ ǘƘŜ ŎƘŜŎƪ ōƻȄ ǘƻ ǘƘŜ ƭŜŦǘ 

Ҧ /ƭƛŎƪ Delete Item 

 Ҧ /ƭƛŎƪ Save 

Export Base Budget Request Form 

Ҧ Lƴ Budget Lines tab of the Base Budget Request Form, click Export 

Ҧ .ǳŘƎŜǘ[ƛƴŜLǘŜƳǎΦŎǎǾ ǿƛƭƭ download 

 
Import Increased Request Amounts into Base Budget Request Form 

Ҧ wŜǘǳǊƴ ǘƻ ±ŀƴǘŀƎŜ 

Ҧ Lƴ Budget Lines tab of the Base Budget Request Form, click the Import Hyperlink 

Ҧ /ƭƛŎƪ Browse and Select the BudgetLineItems.csv File 

Ҧ /ƭƛŎƪ Upload. Note: All old budget line items will be grayed and crossed out 

Ҧ /ƭƛŎƪ Save. Note: The old budget items will disappear, and only uploaded items will remain. 

 Ҧ ±ŜǊƛŦȅ ǘƘŀǘ ǊŜǎǳƭǘǎ ǿŜǊŜ uploaded correctly by referring to the spread sheet. 
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Submit Initial Budget Request 

Ҧ bŀǾƛƎŀǘŜ ǘƻ Edit Budget Request tab of the Base Budget Request Form 

Ҧ {ŜƭŜŎǘ {ǘŀƎŜ όнύ 

 Ҧ /ƭƛŎƪ Save 

 

 

 

4. Supplemental Budget Materials  

Budget Narrative  

¢ƘŜ ά.ƛƎ .ǳŘƎŜǘ .ƻƻƪέ ƛǎ ŀ ŎƻƳōƛƴŀǘƛƻƴ ƻŦ Ǉosition reports, expenditure reports, and narratives A suitable 
narrative offers ŀ ōǊƛŜŦ ŘŜǎŎǊƛǇǘƛƻƴ ƻŦ ŀ ŘŜǇŀǊǘƳŜƴǘ ƻǊ ŀǇǇǊƻǇǊƛŀǘƛƻƴΩǎ ŘǳǘƛŜǎ ŀƴŘ ōǳŘƎŜǘ Ǉƭŀƴǎ ŦƻǊ ǘƘŜ 
upcoming year. 

Please follow these guidelines below when entering budget narratives ƛƴǘƻ ±ŀƴǘŀƎŜ ŦƻǊ ǳǎŜ ƛƴ ǘƘŜ ά.ƛƎ 
.ǳŘƎŜǘ .ƻƻƪέ: 

¶ There are three budget forms for Narratives which  allow for narrative entry at the 
Agency, Department, and Appropriation level. 

a.  The NARRATIVE form should be used for narratives at the appropriation level 

b.  The NARRATIVE_DEPARTMENT form should be used for narratives at the 
department level 

c.  The NARRATIVE_AGENCY form should be used for narratives at the agency level 

¶ Please look to the prior ȅŜŀǊΩǎ .ƛƎ .ǳŘƎŜǘ .ƻƻƪ ŦƻǊƳŀǘ to determine which narrative form(s) 
to complete for your department. 

¶ There are three fields in the Narrative form to enter information into (Mission Statement, 
Department Description, Key Budget Issues).  

¶ If you are copying and pasting narrative information into the form, be sure to clean up the text 
as some characters and formats will not translate correctly into Vantage (i.e., apostrophes that 
look like Ã¿Â¿Ã¿Â¢Ã¿Â¿Ã¿Â¿Ã¿Â¿Ã¿Â¿ ; bullets that look like Ã¿).  

 

 

The specific steps for entering a Narrative are listed below: 

1. After logging into Vantage, navigate to Budget Tasks Ҧ Formulate Budget Request 

2. In the Code field enter NARRATIVE*, Click Search 

3. Select the appropriative NARRATIVE hyperlink 

To eliminate many of these special characters 
issues, paste your text into Notepad prior to 
pasting it into the appropriate Vantage field! 
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4. If updating an existing Narrative: 

a. 9ƴǘŜǊ ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘΩǎ DeptID/Business Unit/Agency Code and click Search 

b. Highlight the request you would like to open and click Edit to edit an existing request 

5. If creating a new Narrative: 

a. Click New to start a new request 

Note: Similar to the base budget request, you can only create one request per appropriation 

6. When Opening a New request, you will be asked to fill in the following information: 

a. Request Code: (leave blank, this field will auto-generate a number) 

b. Name: (Your Narrative Name) 

c. Stage: (1) 

d. Ranking Type: (leave blank) 

e. Organization: (enter Appropriation DeptID, Business Unit, or Agency Code) 

f. After entering information, Click Save in the upper right-hand corner of the page 

g. After clicking SaveΣ ŀ ƳŜǎǎŀƎŜ ǿƛƭƭ ƛƴŘƛŎŀǘŜ ǘƘŜ Ψ!Ŏǘƛƻƴ ǿŀǎ {ǳŎŎŜǎǎŦǳƭΩ ŀƴŘ ǘƘŜ Narrative 
tab will become available 

7. Click the Narrative tab to input the narrative information 

a. Enter your content into the following Section fields: 

i. Department/Program Description 

ii. Goals/Objectives/Performance Measures 

iii. Key Budget Issues 

b. Click Save 

8. To submit your Narrative form, select stage 2 of the Edit Budget Request tab. This is a signal to 
your Budget Analyst that the Narrative is ready for review. 

 

Grants Out Inventory, Interdepartmental Transfer Receipts, Federal Receipts  

The following supplemental forms are required for submitting ŀ ŘŜǇŀǊǘƳŜƴǘΩǎ budget and all have the 
same formatting: 

¶ GRANT_INVENTORY 

¶ IDT_RECEIPTS 

¶ EST_FED_RECEIPTS 

 

These forms verify the Grants Rollup Budget Object, IDT Fund, and Federal Fund, respectively, as reported 
in the Base Budget Request. To help understand the intent with the forms, and using Grants as an 
example: if a department has added $100K in Grant account codes, the department will use the 
GrantInventory form to list all of the individual grants that are being distributed and that total will match 
the Grants total in the Base Budget Request ($100K). This allows a department to tie the actual grants 
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provided to the amount budgeted. 

 

The specific steps for entering these forms are listed below: 

1. After logging into Vantage, navigate to Budget Tasks Ҧ Formulate Budget Request 

2. In the Code field enter GRANTS_INVENTORY or IDT_RECEIPTS or EST_FED_RECEIPTS, Click Search 

3. If you are updating an existing form: 

a. 9ƴǘŜǊ ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘΩǎ 5ŜǇǘL5 ŀƴŘ Ŏlick Search 

b. Highlight the request you would like to open and click Edit to edit an existing request 

4. If you are creating a new form: 

a. Click New to start a new request 

Note: Similar to the base budget request, you can only create one request per appropriation 

b. Provide the following information: 

i. Request Code: (leave blank, this field will auto-generate a number) 

ii. Name: (Your Appropriation Name) 

iii. Stage: (1) 

iv. Ranking Type: (leave blank) 

v. Organization: (enter Appropriation DeptID or click the hyperlink to search for an 

Appropriation DeptID) 

vi. After entering information, Click Save in the upper right hand corner of the 

page 

vii. After clicking SaveΣ ŀ ƳŜǎǎŀƎŜ ǿƛƭƭ ƛƴŘƛŎŀǘŜ ǘƘŜ Ψ!Ŏǘƛƻƴ ǿŀǎ {ǳŎŎŜǎǎŦǳƭΩ ŀƴŘ the 

Budget Lines tab will become available 

5. To Add a New Budget Line Item 

a. Click on the Budget Lines Tab 

b. Click New Item 

i. Enter, or Search, for the appropriate Fund 

ii. Enter, or Search, for the appropriate Budget Expense Object, listed below for 

each type: 

1. Grants Out Inventory - GRANTS_OUT_EST 

2. Interdepartmental Transfer Receipts - 495000_EST 

3. Federal Receipts - 430000_EST 

iii. Enter a justification in the Justification Line Text field where appropriate for 

every line item. You must use the proper naming convention, the standard 

justification for each is listed below: 
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1. Grants Out Inventory ς The name of the program or entity 

receiving the grant 

2. Interdepartmental receipts ς ΨDƛǾƛƴƎ !ǇǇǊƻǇǊƛŀǘƛƻƴΩ 59t¢L5 Τ 

ΨDƛǾƛƴƎ !ǇǇǊƻǇǊƛŀǘƛƻƴΩ Name 

3. Federal Receipts ς CFDA # ; Name of the Federal Grant 

6. To submit your form, select stage 2 of the Edit Budget Request tab. This is a signal to your Budget 
Analyst that the form is ready for review. 

 

 

 

Test Procedures ς Submitting Grants Out Inventory 

Budget Tasks > Formulate Budget Request 

Ҧ Lƴ /ƻŘŜ CƛŜƭŘ Enter (GRANTS_INVENTORY) 

Ҧ {ŜƭŜŎǘ GRANTS_INVENTORY 

Create a New Request 

Ҧ {ŜƭŜŎǘ New Button above the table 

Under Budget Instance Details Header, populate the following: 

Ҧ wŜǉǳŜǎǘ /ƻŘŜΥ ό[ŜŀǾŜ .ƭŀƴƪΣ ǎŜǉǳŜƴǘƛŀƭ ǊŜǉǳŜǎǘ ŎƻŘŜ ƴǳƳōŜǊ ǿƛƭƭ ŀǳǘƻ generate) 

Ҧ bŀƳŜΥ όώ!ǇǇǊƻǇǊƛŀǘƛƻƴ bŀƳŜϐ Grants Test) 

Ҧ {ǘŀƎŜΥ όмύ 

Ҧ wŀƴƪƛƴƎ ¢ȅǇŜΥ ό[ŜŀǾŜ .ƭŀƴƪύ 

Under Dimensions Header, perform the following steps: 

Ҧ /ƭƛŎƪ ǘƘŜ Organization Hyperlink 

Ҧ 9ƴǘŜǊ ώ!ǇǇǊƻǇǊƛŀǘƛƻƴ 5ŜǇǘL5ϐ ƛƴ ǘƘŜ /ƻŘŜ CƛŜƭŘ 

Ҧ /ƭƛŎƪ Search 

Ҧ Select [Appropriation DeptID] 

Ҧ /ƭƛŎƪ Save 

Remember to click ñSaveò often during form submission! 



 

 

VANTAGE END USER GUIDE 

 28 

Under Dimensions Header, perform the following steps: 

Ҧ /ƭƛŎƪ ǘƘŜ Organization Hyperlink 

Ҧ 9ƴǘŜǊ ώ!ǇǇǊƻǇǊƛŀǘƛƻƴ 5ŜǇǘL5ϐ ƛƴ ǘƘŜ /ƻŘŜ CƛŜƭŘ 

Ҧ /ƭƛŎƪ Search 

Ҧ {ŜƭŜŎǘ ώ!ǇǇǊƻǇǊƛŀǘƛƻƴ 5ŜǇǘL5ϐ 

Ҧ /ƭƛŎƪ Save 

Add Grants Inventory Object 

Ҧ Click the Budget Lines Tab 

Ҧ Click New Item 

Ҧ Fund: (20405) 

Ҧ Budget Object: (GRANTS_OUT_EST) 

Ҧ Estimate Amt: (10,000) 

Ҧ Justification Line Text: (The name of the program or entity receiving the grant) 

Ҧ Click Save 

 

L; 

L; 
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Test Procedures ς Submitting Interdepartmental Transfer Receipts 

Budget Tasks > Formulate Budget Request 

Ҧ Lƴ /ƻŘŜ CƛŜƭŘ 9ƴǘŜǊ όIDT_RECEIPTS) 

Ҧ {ŜƭŜŎǘ IDT_RECEIPTS 

Create a New Request 

Ҧ Select New Button above the table 

Under Budget Instance Details Header, populate the following: 

Ҧ wŜǉǳŜǎǘ /ƻŘŜΥ ό[ŜŀǾŜ .ƭŀƴƪΣ ǎŜǉǳŜƴǘƛŀƭ ǊŜǉǳŜǎǘ ŎƻŘŜ ƴǳƳōŜǊ ǿƛƭƭ ŀǳǘƻ ƎŜƴŜǊŀǘŜύ 

Ҧ bŀƳŜΥ όώ!ǇǇǊƻǇǊƛŀǘƛƻƴ bŀƳŜϐ IDT Receipts Test) 

Ҧ {ǘŀƎŜΥ όмύ 

Ҧ wŀƴƪƛƴƎ Type: (Leave Blank) 

Grants listed in this form must equal budgeted 
grants! Your Budget Analyst will review that 
they match, and that the name of the program 
or entity receiving the grant is listed! 
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Under Dimensions Header, perform the following steps: 

Ҧ /ƭƛŎƪ ǘƘŜ Organization Hyperlink 

Ҧ 9ƴǘŜǊ ώ!ǇǇǊƻǇǊƛŀǘƛƻƴ 5ŜǇǘL5ϐ ƛƴ ǘƘŜ /ƻŘŜ CƛŜƭŘ 

Ҧ /ƭƛŎƪ Search 

Ҧ {ŜƭŜŎǘ ώ!ǇǇǊƻǇǊƛŀǘƛƻƴ 5ŜǇǘL5ϐ 

Ҧ /ƭƛŎƪ Save 

Under Dimensions Header, perform the following steps: 

Ҧ /ƭƛŎƪ ǘƘŜ Organization Hyperlink 

Ҧ 9ƴǘŜǊ ώ!ǇǇǊƻǇǊƛŀǘƛƻƴ 5ŜǇǘL5ϐ ƛƴ ǘƘŜ /ƻŘŜ CƛŜƭŘ 

Ҧ /ƭƛŎƪ Search 

Ҧ {ŜƭŜŎǘ ώ!ǇǇǊƻǇǊƛŀǘƛƻƴ 5ŜǇǘL5ϐ 

Ҧ /ƭƛŎƪ Save 

Add Interdepartmental Transfer Receipt Object 

Ҧ Click the Budget Lines Tab 

Ҧ Click New Item 

Ҧ Fund: (21500) 

Ҧ Budget Object: (495000_EST) 

Ҧ Estimate Amount: (10,000) 

Ҧ WǳǎǘƛŦƛŎŀǘƛƻƴ [ƛƴŜ ¢ŜȄǘΥ όΨDƛǾƛƴƎ !ǇǇǊƻǇǊƛŀǘƛƻƴΩ 59t¢L5 Τ ΨDƛǾƛƴƎ !ǇǇǊƻǇǊƛŀǘƛƻƴΩ bŀƳŜύ 

Ҧ Click Save 

Ҧ Click Back 

 

 

 

Test Procedures ς Submitting Federal Receipts 

IDTs listed in this form must equal budgeted IDTs! 
Your Budget Analyst will review that they match, 
and that the giving appropriation DeptID and giving 
appropriation name are listed! 
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Budget Tasks > Formulate Budget Request 

Ҧ Lƴ /ƻŘŜ CƛŜƭŘ 9ƴǘŜǊ όEST_FED_RECEIPTS) 

Ҧ {ŜƭŜŎǘ EST_FED_RECEIPTS 

Create a New Request 

Ҧ {ŜƭŜŎǘ New Button above the table 

Under Budget Instance Details Header, populate the following: 

Ҧ wŜǉǳŜǎǘ /ƻŘŜΥ ό[ŜŀǾŜ .ƭŀƴƪΣ ǎŜǉǳŜƴǘƛŀƭ ǊŜǉǳŜǎǘ ŎƻŘŜ ƴǳƳōŜǊ ǿƛƭƭ ŀǳǘƻ ƎŜƴŜǊŀǘŜύ 

Ҧ bŀƳŜΥ όώ!ǇǇǊƻǇǊƛŀǘƛƻƴ bŀƳŜϐ FED Receipts Test) 

Ҧ {ǘŀƎŜΥ όмύ 

Ҧ wŀƴƪƛƴƎ ¢ȅǇŜΥ ό[ŜŀǾŜ .ƭŀƴƪύ 

Under Dimensions Header, perform the following steps: 

Ҧ /ƭƛŎƪ ǘƘŜ Organization Hyperlink 

Ҧ 9ƴǘŜǊ ώ!ǇǇǊƻǇǊƛŀǘƛƻƴ 5ŜǇǘL5ϐ ƛƴ ǘƘŜ /ƻŘŜ CƛŜƭŘ 

Ҧ /ƭƛŎƪ Search 

Ҧ Select [Appropriation DeptID] 

Ҧ /ƭƛŎƪ Save 

Under Dimensions Header, perform the following steps: 

Ҧ /ƭƛŎƪ ǘƘŜ Organization Hyperlink 

Ҧ 9ƴǘŜǊ ώ!ǇǇǊƻǇǊƛŀǘƛƻƴ 5ŜǇǘL5ϐ ƛƴ ǘƘŜ /ƻŘŜ CƛŜƭŘ 

Ҧ /ƭƛŎƪ Search 

Ҧ {ŜƭŜŎǘ ώ!ǇǇǊƻǇǊƛŀǘƛƻƴ 5ŜǇǘL5ϐ 

Ҧ /ƭƛŎƪ Save 

Add Federal Receipt Object 

Ҧ Click the Budget Lines Tab 

Ҧ Click New Item 

Ҧ Enter Fund (22005) 

Ҧ Enter Budget Object (430000_EST) 

Ҧ Enter Revenue Estimate (10,000) 

Ҧ Enter Justification Line Text (CFDA # ; Name of the Federal Grant) 

Ҧ Click Save 

Ҧ Click Back 
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Decision Items  

Decision iǘŜƳǎ ŀǊŜ ǘƘŜ Ŧƛƴŀƭ ǇƛŜŎŜ ƻŦ ŀ ŘŜǇŀǊǘƳŜƴǘΩǎ ōǳŘƎŜǘ ǎǳōƳƛǎǎƛƻƴΦ tƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ǘƘƛǎ ȅŜŀǊΩǎ ōǳŘƎŜǘ 
instructions for more specifications on the use of decision items. 

Decision items represent increases or decreases to department budgets based on new initiatives. For 
example, a projected increase in the cost of fuel would be reflected as an increase in the base budget 
form, whereas a projected increase in cost from staffing a new laboratory would be reflected in the 
decision item form. Adding or eliminating a program would also be aspects of your budget that should be 
included using a decision item request. 

Decision item requests should be submitted during the initial budget submission (see the yearly budget 
instructions) but can be submitted throughout the budget cycle as necessary. Your Budget Analyst will 
perform an initial review of all decision item requests to ensure their completeness. The Secretary of 
Administration and Commissioner of Finance will review decision item requests and determine whether or 
not they will be included in the DƻǾŜǊƴƻǊΩǎ ǊŜŎƻƳƳŜƴŘŜŘ ōǳŘƎŜǘ. Your budget analyst will advance 
approved decision item requests to stage 3 in Vantage. If the request is not approved, it will stay at stage 
2. Once approved to stage 3, decision item rŜǉǳŜǎǘǎ ŀǊŜ ŀǘǘŀŎƘŜŘ ǘƻ ŀ ŘŜǇŀǊǘƳŜƴǘΩǎ total budget. Note: 
Decision Items left at Stage 2 will not be added to the Base Budget but will remain on Vantage for 
department reporting. 

 

 

 

Unlike base budget requests or other supplemental forms, departments can and should create multiple 
decision item requests for each appropriation if they are proposing more than one policy or programmatic 
change. 

The specific steps for entering this form are listed below: 

1. After logging into Vantage, navigate to Budget Tasks Ҧ Formulate Budget Request 

2. In the Code field enter DECISION_ITEM_REQ, Click Search 

3. 9ƴǘŜǊ ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘΩǎ 5ŜǇǘL5 ŀƴŘ ŎƭƛŎƪ Search 

a. Click New to start a new request 

b. Highlight the request you would like to open and click Edit to edit an existing request. 

Federal Funds listed in this form must equal 
budgeted FFs! Your Budget Analyst will review 
that they match, and that the CFDA number 
and the name of the federal grant are listed! 

infoAdvantage reports will not reflect decision 
items until they have been approved and 
moved to stage 3! 



 

 

VANTAGE END USER GUIDE 

 32 

4. When Opening a New request, you will be asked to fill in the following information: 

a. Request Code: (leave blank, this field will auto-generate a number) 

b. Name: (Your Appropriation Name and short text description of the Decision Item) 

c. Stage: (1) 

d. Description: (fill in a description of the decision item request ς i.e. New Game Warden 

for Central VT) 

e. Decision Item Type: (Personal Service [new position], Operating [for a discrete service, 
i.e. new copier], New Initiative [new projects or programs], Reductions [reductions 
required to meet budget targets]) 

f. Ranking Type: (leave blank) 

g. Organization: (enter Appropriation DeptID or click the hyperlink to search for an 

Appropriation DeptID) 

h. After entering information, Click Save in the upper right hand corner of the page 

i. After clicking Save, a message will indicate ǘƘŜ Ψ!Ŏǘƛƻƴ ǿŀǎ {ǳŎŎŜǎǎŦǳƭΩ ŀƴŘ the Budget 

Lines tab and the Position Lines tab will become available 

5. To Add a New Budget Line Item 

a. Click on the Budget Lines Tab 

b. Click New Item 

i. Enter or Search for the appropriate Fund 

ii. Enter or Search for the appropriate Budget Expense Object 

iii. Enter the Requested Amount in the On-Going Request field. Items in this field 

ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ȅŜŀǊΩǎ .ŀǎŜ .ǳŘƎŜǘ Request. 

iv. Enter a justification in the Justification Line Text field. 

c. Click Save 

6. To Add a New Position 

a. Click on the Position Lines Tab 

b. Click New Item 

i. Enter or Search for the appropriate Fund 

ii. Enter or Search for the appropriate Classification 

iii. 9ƴǘŜǊ ǘƘŜ ǇƻǎƛǘƛƻƴΩǎ ǎǘŀǊǘ ŘŀǘŜ 

iv. The position end date should be the end of the fiscal year being budgeted for 

v. Enter the FTE (1 or lower) and the count of positions 

vi. If known, enter additional information such as Grade, Step, and Category. If this 

information is not entered, a default cost will populate from the Classification 
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selected. The Budget Office strongly suggests using the Vantage system to 

calculate employee costs. However, if the Vantage cost projection needs to be 

overridden after discussion with your Budget Analyst, enter in a percentage in 

the Salary Percentage field. 

c. Click Save 

 

7. To submit your form, select stage 2 of the Edit Budget Request tab. This is a signal to your Budget 
Analyst that the form is ready for review. 

 

5. Salary and Benefits Forecasting System  

The Salary and Benefits Forecasting System (SBFS) is the module in Vantage that contains statewide 
employee salary and benefit information. Employee information is loaded into Vantage through an 
interface with the Vermont Human Resources system ς VTHR. SBFS projects departmental personnel costs 
for the upcoming budget year ς accurately depicting the cost of employee step increases, vacant positions, 
ōŜƴŜŦƛǘǎ ŎƻǎǘǎΣ ŜǘŎΦ ŀƴŘ ŀǇǇƭƛŜǎ ǘƘŜǎŜ Ŏƻǎǘǎ ŘƛǊŜŎǘƭȅ ǘƻ ŀ ŘŜǇŀǊǘƳŜƴǘΩǎ ōǳŘƎŜǘ ǊŜǉǳŜǎǘΦ 

The Budget Office loads employee information after the first pay period of the current fiscal year. 
Therefore, the starting point for all position, employee, and assignment data is the first pay period of the 
current fiscal year. 

*Note: Exempt positions will always need to be manually updated by departments to account for the 
ŀƴƴǳŀƭƛȊŀǘƛƻƴ ƻŦ ǘƘŜ ǇǊƛƻǊ ȅŜŀǊΩǎ tŀȅ !Ŏǘ (when applicable). 

 

 

 

Salary Projections ɀ Personnel Costs 

After loading VTHR data after the first pay period of the current fiscal year, the Vantage Administrator 
Team will then regularly execute  Salary Projections ς a series of automated calculations that will derive 
the budget need for departments based on the current set of employee information and the estimated 
costs of the upcoming budget year (health insurance premiums, employee retirement contribution rates, 
future year salary tables, etc.). Note: Projections are calculated from the current ŦƛǎŎŀƭ ȅŜŀǊΩǎ ǎŀƭŀǊȅ ǘŀōƭŜǎ 
and will not include upcoming salary increases (i.e. will not include Pay Act amounts). If updated benefits 
tables become available in October or November due to negotiations with VSEA, the Salary Projection will 
be updated to reflect these negotiations. 

New Position Requests require entries both the 
Budget Lines tab and the Position Lines tab! 

If there has been a position, employee, or 
assignment change within your department after 
the first pay period of the current fiscal year, the 
data will need to be updated for budget 
submission! 
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The salary projections will then automatically post the calculations to the budget request time period. The 
costs will append to department budget requests, without the need for department users to enter Salary 
or Benefit information. It is prudent for department users to review their employee information for 
accuracy, the steps by which to review are described below. Note: Benefits information will be uploaded 
ŘǳǊƛƴƎ ǘƘŜ {ŀƭŀǊȅ tǊƻƧŜŎǘƛƻƴ ŜȄŜŎǳǘŜŘ ōȅ ǘƘŜ ±ŀƴǘŀƎŜ !ŘƳƛƴƛǎǘǊŀǘƻǊ ¢ŜŀƳ ƛƴ !ǳƎǳǎǘΦ LŦ ŀƴ ŜƳǇƭƻȅŜŜΩǎ 
benefits have not changed since August, department users do not need to review the file or make 
changes! 

Nightly projections automatically run from 2am ς 6am. Additionally, the Vantage Admin Team runs 
manual projections daily from noon ς 1pm. Vantage is locked while projections are running. 

 

 

The Personnel Review Process 

As it is important to properly define the various entities in SBFS, please familiarize yourself with the 
definitions below: 

Employee: A human resource that can fill a position 

Position: A job title that is filled by an employee 

Assignment: Relates an employee to a position 

Vantage contains many points of entry for salary and benefit information to ensure accurate projections. 
Vantage looks to the following records, in the following order, when executing projections: 

1. Employee; if blank then 

2. Position; if blank then 

3. Category; if blank then 

4. Classification (which contains a default Category) 

 

All instructions below teach the end user to enter information on the employee record and (then) position 
record. However, if information is left blank salary and benefits will project using information on the 
category record. End users do not have access to view or edit category records, and therefore it is highly 
recommended that end users follow instructions to utilize employee and position records. 

 

Salary and benefit costs for existing positions and employees are 
automatically calculated by Vantage! In order to ensure Vantage calculates 
these costs correctly, departments must verify the accuracy of the 
personnel information in Vantage! 
Remember: New positions will be handled through the Decision Items form. 
Costs for new positions are not within the costs produced by SBFS! 
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Editing Existing Positions/Creating New Positions 

1. After logging into Vantage, navigate to SBFS Ҧ Positions, Employees and Assignments Ҧ Position 

Maintenance 

a. If you are editing an existing position: 

i. Search for positions using the Global Search function if the exact number is 

unknown (i.e. 34*) 

ii. Click on a position number and Click Edit 

b. If you are creating a new position (i.e. one that was created between the first pay period 

of the current fiscal year and present day) 

i. Click New. 

2. Provide new or updated core information in the Edit Position tab (Core Information fields able to 

be changed below): 

a. Position Number 

b. Count of positions ς Note: shared positions have a count of 2 

c. Position Classification Code and Name 

d. Approval to Fill checked 

e. FTE amount 

f. Program Code 

g. Primary Fund Source 

h. Organization DeptID 

i. If the position is vacant and exempt, enter the Current salary box. 

 

Take 2-3 second breaks between clicking buttons in 
the SBFS module. Save often! There is precedent 
for Vantage deleting/corrupting position records 
based on fast movement between pages. 
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3. Verify information in the Benefit tab is correct: 

a. If position is vacant 

i. There should be benefit information 

b. If position is filled: 

i. There will be benefits information on the employee record, not the position. 

 

4. Review the position to determine if there is a fund split: 

a. If there is no fund split for the position, click Save 

b. If there is a fund split for the position: 

i. Click the Position Allocations tab, which will carry all information on additional fund 
splits to the primary fund source listed on the Edit Position tab. 

ii. NOTE: The integration with VTHR after the first pay period of the current fiscal year will 
only contain the primary fund source. All additional fund splits will be entered 
manually. 

iii. Click New Item 

Benefits: 
- Vacant Position Ą in Position Maintenance 
- Filled Position Ą in Employee Maintenance 
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iv. Enter the Allocation Percentage and the Fund 

Note: Do not enter a percentage amount for the primary fund. The Primary Fund Source percentage will 
be automatically lowered by the sum of all allocation percentages added. 

 

 

 

Editing Existing Employees/Creating New Employees 

1. After logging into Vantage, navigate to SBFS Ҧ Positions, Employees and Assignments Ҧ 

Employee Maintenance 

a. If you are editing an existing employee: 

i. Search for employees  

ii. Click on an employee number and Click Edit 

b. If you are creating a new employee: 

i. Click New 

2. Provide new or updated core information in the Edit Employee tab(Core Information fields able to 

If position fund splits are saved in Vantage but you do not see 
them populated in infoAdvantage reports, confirm that the 
program, fund, and organization dimension fields are not 
populated on the employee record. 














































